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JAI L SUPERI NTENDENT

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is a responsi bl e supervisory position involving management
of the City Jail and supervision of the nmaintenance facility and
equi pnment; budget preparation; jail security; supervising and
assi sting subordi nate enpl oyees in handling prisoners assigned
to the jail facility. The Superintendent of Jail oversees the
booki ng procedure, nmamintains records and reports of jail
activity, and mintains an inventory of supplies for the
operation of the jail. The enployee in this class works
i ndependently under the supervision of the Support Services
Commander and is subject to call at any tine. The enpl oyee nust
have a working know edge of State and Federal Guidelines for
Jails.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Manages the operation of the jail facility. Provi des for the
preparation and mai ntenance of division records and reports by
reviewi ng records conpleted by subordinates and periodically
inspecting systems and facilities for mintaining such.
Responds directly or indirectly to witten or oral requests or
conplaints. |Insures that all required reports, correspondence
and files are prepared, nmaintained, and forwarded to the Chief
of Police, Deputy Chief of Police, and Support Services
Commander. Conpletes records, reports and coordi nates the work
of the departnent with related federal, state, and |ocal
agencies, relating information and giving assistance when
needed.

Assigns duty areas or work schedules to subordi nates. Acts as
official timekeeper for all Jail Personnel, insuring all tine
records prepared by shift supervisors are conpl ete and accurat e.
Approves | eave; eval uates work performance; provides technical
assi stance; counsel s enpl oyees; resol ves enpl oyee conpl ai nts and
provides training for new jail enpl oyees.

Oversees all procedural activities commonly required, such as
searching of prisoners who are brought to the jail securing of
all personal property of the arrested person; use of restraining
devi ces on prisoners when required; and ensures all information
regardi ng the new prisoner is listed in the appropriate records.

Oversees the jail facility making sure that it is clean;
prisoners receive proper neals; prisoners clothing is clean and
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nmeets jail regulations; and sees that inmates receive proper
medi cal attention.

Gat hers information for and prepares an operating budget for the
jail; reviews and signs purchase requisitions; purchases and
mai ntains an inventory of supplies needed in the jail making
sure such purchases are within the established budget. Inspects
the jail facility and equipment in order to mintain all
necessary safety precautions and to mai ntain enmergency equi pnent
for use in case of fire.

| nsures that the Chief of Police, Deputy Chief of Police, and
Support Services Commander are kept informed of all pertinent
activity of the Jail.

Carries out | awful mandates of the Chief of Police, Deputy Chief
of Police, and Support Services Commander.

Cbserves the conduct, appearance, performance and actions of
Jai |l ers and namkes suggesti ons on comendati ons and di sciplinary
action as the situation dictates.

Works closely with and assists other departnmental personnel to
insure the proper functioning of the Jail; ldentifies problens
and nmakes reconmendati ons for solutions.

Coordinates with the Training Division in providing for training
of Jail personnel.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application for adnm ssion to
t he exam nati on.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynent, but before beginning work in this
class, must pass a nedical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid driver’s license.

Must have a mninum of five years experience in a paid
correction position.

MUST MEET EI THER OF THE FOLLOW NG REQUI REMENTS
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Must present docunmentation indicating, at a mninmm that the
applicant has nmet the mnimum high school graduati on
requirenents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nmust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation and at
| east ten (10) years of | aw enforcenment experience, at |east two
(2) years which nmust have been in positions which had
significant duties related to nanagenent and/or corrections.

OR

Must have an Associate's degree in crimnal justice, business
adm ni stration, public adm nistration, or related field froman
accredited coll ege or university.
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